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Attaching a document in SiteManager 
 

This module will explain how to attach a document within SiteManager.  Any window 

can have a document attached that has the Attachment  icon located on the toolbar. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

“Click” on the Attachments button  located on the toolbar. 
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NOTE:  Do NOT attach jpeg or jpg files into SiteManager.  These types of files 

currently cannot be viewed in SiteManager.  File types that work include xls (Excel), 

doc (MS Word), pdf, bitmaps.  Make sure to lock the xls, doc and pdf documents with 

a password, else users who have update rights to this window will be able to modify 

the document. 



 

 
 

“Click” on the New OLE  button located on the toolbar. 

 

 

 
 

“Click” on the Create From File tab. 
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“Click” on the Browse button. 

 

 
 

Locate and “click” on the appropriate file name.  “Click” on the Open button. 
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“Click” on the OK button. 

 

 
 

Name: “Enter” a name for the attachment in the Name field. 

 

Description: “Enter” a description of the attachment in the Description field. 
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“Click” the appropriate reviewer from the Group ID or Description list, located in the 

right Attachment Security panel.  These will be the User Groups that will have access to 

view this attachment.  “Click” the Add button located between the two panels in the 

Attachment Security area.  More than one reviewer may be added to the right panel.  

Next “click” the Add button located at the bottom of the panel. 

 

 
 

Notice that the attachment is added to the Correspondence Log.  

 

“Click” on the Save  button located on the toolbar. 
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NOTE:  Remember 

to give your user 

group right to the 

document.  

Otherwise you will 

not be able to view 

the attachment. 



 
 

“Click” the Attachments  button located on the toolbar to close the attachments 

window. 

 

 
 

“Click” on the Close  button located on the toolbar to exit the Correspondence Log 

window. 
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Viewing Attachments 
 

This module will explain how to view attached documents.  Any window within 

SiteManager can have a document attached to it that has the Attachments  button 

located on the toolbar.  This module will  use the Correspondence Log location to view 

an attachment. 

 

 
 

“Click” on the Attachments  button located on the toolbar. 

 

 
 

“Click” on the appropriate Name. 

 

“Click” on the Run Attachment  button located on the toolbar. 
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The attachment opens.  After viewing the document, close the document.   

 

the  

 

 

 

 
 

“Click” on the Attachments  button to close the Attachments window. 
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NOTE:  Either exit the document by using the File option on the menu bar, or be 

CAREFUL if selecting the ”X” in the upper right corner to select the correct one. 



 
 

“Click” on the Close  button located on the toolbar to exit the Correspondence Log 

window. 

 


